12.538

New- 4/ 99

12. 538

SURVEILLANCE CAMERASMONITORS

Ref er ence:

Procedure 12.715 - Property and Evi dence:
Accountability, Processing,
St orage, and Rel ease

Pur pose:

Est abl i sh division procedure regardi ng the use of
nei ghbor hood surveillance caneras and nonitors in
districts.

Establi sh a division procedure regarding the
operation, tracking, security, and maintenance of
the surveillance system and t apes.

Pol i cy:

The surveillance systemis used to nonitor crimnal
activity in a particular area. The systemw | not
be used to infringe on an individual’s right to
privacy.

Vi deo tapes are the property of the C ncinnati
Police Division and are not to be duplicated and/ or
used wit hout authorizati on.

Vi deo tapes deened to have evidentiary val ue
necessary for prosecution of a crimnal offense,
will be treated as evidence.

Any mai ntenance or service of the surveillance
systemw || be perfornmed by an authorized service
techni ci an only.

Pr ocedur e:

A Oficers will adhere to the procedures |isted
bel ow when operating the surveillance system
equi pnent .
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1. Surveillance system equi pnent, installed at
the front desk, is the responsibility of the
of ficer assigned to the front desk and w ||
be operated according to nmanufacturer’s
recommendat i ons.

a. Desk personnel may be assisted by
vol unt eers.

b. Any denonstration of the system nust be
approved by a supervisor.

2. One copy of the owner’s manual will be kept
at the front desk at all tinmes. Additiona
copies wll be stored in the Admnistrative

Ofice.

3. Front desk personnel wll imrediately
contact a supervisor to report any
pr obl ens.

4. Only a supervisor can direct personnel to
reset the surveillance system equi pnent.

5. Prior to the end of their tour of duty,
desk personnel nust determ ne the
surveill ance system equi pnent is working
properly and bring any problens to the
attention of their imedi ate supervisor.

a. |If the surveillance system equi prment
cannot be reset, a blotter entry wll be
made indicating the date and tine the
equi pnent is placed out of service. The
entry will also note a service
representative has been notified.

b. If a service representative cannot be
notified, a first shift supervisor or
the Adm nistrative Assistant will ensure
the service representative is notified
as soon as possi bl e.

B. Crimnal Activity

1. Serious or violent incidents/crimes wll
i mredi ately be broadcast by desk personnel.

2. Suspicious activity
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a. Call Police Comrunications Section (PCS)
to report the suspicious activity.

b. A followup MDT nessage will be sent to
all district cars utilizing the MDST
format giving an accurate description of
the individual (s) and activity.

3. Blotter entries will be made for any arrest

or serious activity captured by a

surveill ance canera.

C. Security
1. Video tapes

a. Storage and security of the tapes are
the responsibilities of the
Adm ni strative Assistant.

1) Tapes will be stored in a secure
ar ea.

b. Tapes will be changed every 24 hours at
the beginning of first relief.

c. Tapes wll be rotated every 14 days.

1) Tapes will be | abel ed Sunday through
Saturday and rotated in daily order.

2) Three spare tapes will be kept on
hand.

D. Request For Tapes
1. Due to the rotation of tapes, any request

for a tape nust be nade prior to the end
of the 14-day retention period.
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Di vi sion requests for copies of tapes
must be submtted on a Form 606 to the
district where the tape is assigned or
stored. Any outside requests nust also
be submtted on a Form 606, through
Records Section to the district

mai ntai ning the original tape.

Duplicate tapes will be nade only after
t he approval of the district commander.

A tape control |og book will be

mai nt ai ned at each district to track the
| ocation of copied tapes. Access to
tapes will be restricted to supervisory
personnel only.

a. The Form 606 will be nmintai ned at
the district for cross reference
pur poses.

b. The original tape nust be retained at
the district of assignnent.

Wien a request for a tape is made from
outside of the division, a second copy of
the tape will be nade and maintained in
the file at the district for one year.

Court tapes

a. Wen tapes are held for court, the
of ficer/supervisor will conplete the
Form 606 and the copied video wll be
processed in accordance with
Procedure 12.715 - Property and
Evi dence: Accountability, Processing,
St orage, and Rel ease

E. Supervisor Responsibilities

1

Supervisors wll ensure:

a. Al personnel follow established
procedure for use of the surveillance
system equi pnent .

b. Damaged equi pnent is repaired or
repl aced as needed.
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c. An adequate supply of blank tapes is
mai nt ai ned.
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